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ONSITE PROTOCOLS 

Transition Indicator 
 
Components of Onsite Visit: 
1. File Review 

• Tailored File Review Form to specifically address transition indicator. 
 
• Criteria of Files Reviewed 

• children 30 months and older 
• focus on children 34 months or older currently enrolled in the program  
• children discharged within last six months 
 

• Criteria of the File Review Sheet: 
• Transition page in the IFSP includes:  

• step by step plan  
• 5 steps of transition  

1.) review of options  
2.) educational opportunities for families  
3.) support networks 
4.) identification of information to be sent to next step 
services 
5.) specific plan for transition to next step setting, 

• Date Invitation sent to LEA 
• Date of Transition Planning Conference (90 day meeting with 

LEA). 
• Documentation LEA attended (or did not attend) transition 

planning conference. 
• In case of a child who may not be eligible for pre-school 

services, a program will make every effort to convene a 
conference with the family, the EI staff, a representative or 
other service provider to discuss the appropriate services the 
child may receive.   

• Releases to next steps services 
• Progress notes to reflect and verify the activities that support 

transition planning listed on Transition page  the IFSP 
 

•  Number of Files to Review:  
• Small Program (0-250) – 40 records 
• Medium Program (259 – 549) – 55 records 
• Large Program (550 +) – 70 records 
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2. Family Input 

 
• Focus group scheduled during the onsite visit 
• Interviews scheduled during the onsite visit 
• Survey to be completed and collected prior to onsite visit 
 

  
 
3. Administration Interview – Linking Data to Indicator 

• Program Director 
• Team Leaders 
• Supervisors 

 Questions on policies and procedures around transition 
 Federal and state requirements around transition 
 Notification of Transition Conference 
 Support family involvement in transition process 
 How families are informed of rights: Parts C and B 
 Interagency Agreements with LEA, Head Start, Child 

Care, etc.  
 Types of staff and family training 

 
4. Community Provider Interviews  

• Pre-site – information from EIP re LEAs, Head Start, other 
community based collaborators.   

• DPH sends notification letter of the on-site visit. Schedule of 
Phone Interviews to LEA, Headstart, other community providers. 

 
5. Exit Interview 

• Summarize results of the onsite visit with the program 
administrator, to discuss observations and/or need for corrective 
action.  
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